
i INSTRUCTIONS: See Publication No. 76-9M-1 for instructions on completing this form. Forward sighed original to 
Department of Archives and History, Records, Management Division,. 330 Capitol Avepue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 
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Address 
Georgia Ports Author; t y  

1/25/83 Administrat ion D iv is ion  , 
Post O f f i ce  Box 2406 
Savannah, Georgia 31402 

Apolication Data 

I_-.. 
' 4Dnlicaion Numbs* 

-~ -- . 
~ -~ 

~~ , ~= .- 
~ - ~~ 

' 2. Perwa to Contact 
Chief o f  Port  Pol ice __~_~  ~ _ - ~ ~ _  ~ _ ~ ~ _ ~ _ ~ _  - ..~. _ ~ _ _  . ~ ~. . ~~~ ~ ~. ~ . 

~~ ~- . 
~~ 

: i Wi l l iam L, Ki l roy,  Jr. . 3. Action Requested I a. 2 Estamsn Retention record will continue to accumulate. ' 

b. 0 Dispose of present accumulation; no further accumulation anticipated. 
.. c. )?  ama and Ap~~t~onP?o._78-234~ ,~_ - .  . - ChackOner~Q Cha?ge;~ ~ O-Supe_rcedel_P Void _ _  I 5. Records Series Title (followed by title used in office; if different) 

Latest 
: 19. O m s  of Series 
~. I Errl ien 

._ 1974 ~- o Date .. ~ 1 . ' A c t i v i t y  ~ - ~ Report F i l es  . -~ _.. -. . _._2~~_. 
6. Oivircon and Office Function What is the function of the Division and the Office in~which this record series is created? 

The Port  Pol ice Department i s  responsible f o r  vehic le secur i ty  (issuance and Maintenance 
of a l l  decal records, logging of non-registered vehicles, processing of incoming and out- 
going trucks), i n te rna l  secur i ty  (conducting record checks f o r  a l l  new personnel , per iod ic  
tes t i ng  o f  secur i ty  procedures f o r  i n t e g r i t y ,  inves t iga t ion  i n t o  background f o r  Port  Pol ice 
personnel) , physical secur t ty  (conducting r o l l l n g  pa t ro ls  and regular  key pa t ro ls  through 
a l l  areas of the Port) .  Maintain f i r e  prevention systems, conduct f i r e  prevention and 
f i r e  f i g h t i n g  t r a i n i n g  f o r  Port  Pol ice personnel. Enforces t r a f f i c  ordinances, develops 
and maintains parking plan and maintains l i a i s o n  wi th other agencies; example, Coast 
Guard, F. B. I. , G.B.I., Customs inc lud ing survei l lance, invest igat ion and p i l ferage 
a c t i v i t i e s .  

~~ -~ . ~~ _ _  
~~ . . ~  ~ 

~~ 

FRecord  Series Deseciption This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documents relating to: 
General dock secur i ty  and Por t  f a c i  1 i ti es secur i ty  . I 

included are: 
Dock Patro l  A c t i v i t y  Report, Duty L t .  A c t i v i t y  Report, Duty Sgt. 
A c t i v i t y  Report, Duty Cpl. A c t i v i t y  Report, Door Reports, Ship 
Information, Key Patrol  A c t i v i t y  Report, P i l ferage Cargo Check 
L i s t ,  Vessel Boarding Passes. I 

I 
File is arranged: 

Alphabet ical ly by Of f i cers '  name. 
I 
I 

.- .. .--. _ _  ~~ ~ _ _ _ ~ _ ~  . - ~~ . .~ ~ ~ I___~ .~~ ~- ~- ~ 

8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
30 ; Seven to twelve months old  as.--^; Thirteen to twenty-four months old - -.~_~~., 10 ' 

twentv-five months and older- 5 ~~~ ~ - 7 . 
._I - - ~ x____.__-__ _-_ 

4 lega l  s ize  boxesl 9. Annual Rate of Accumulationof Records 
: : - - -  I Letter-size drawers - ===--; Legal-:ize drawers _.__ --.-: Shelves __-, . Other (specify) - . . ~  .. .~ 

I I 



If-Yes- atta&com!-- ._ ~~. .. . .. ---.=--;.-.~ .-~-~:---- 

h. Is there a duplication of t h i s  series in your office, or in anotherbffice or agency? 

-.~~ ~ _ _ ~ .  ..-years. a. State Law 
b. Siatute of limitation - - -~-: . . .years. 
c. Federal law __.~. ~~ .years. 

If. Retention Requirements .! The foltowing requires the series to be kept: 

1. Audit period 
~~ - 

. . . ~ .  

~ .I . . . '  

. .  . ..,:,-A : 
/ .  . .  : 

0 Hold in the ?$Sen 
@ Trai-ifG io Io&l h 

I .  ' , ,. . . (, ~ 

0 Transfer to State Archives for permanent retention. 
O Other (Specify) 

I . ,  , : , i : q , 7  c;.b:r:~..,x i - >,, , .  r . a .  ~- ' .  

4 .~ . . ,  I , : 
~ 

~~ 

. ., , , . .  I ~ ~ . . ! ~ , , > . . . . .  . ' I . , . ' : : ^  . ' 7 .  , .  - - _ .  . .  . .  
. .  L .  

1 

I ' .  i . .  . .  
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. .  . .  .. ., . .  . . ' I  , , . .  _ ~ .  ~ - 
... . , .  

I .  

. .  ,, 

. .  .. . * . .  .. . . . L -1 , . - - .  ,. . . . .  - I. 

i 
. ,  . .  .. 

1 .  
~. . . . 

1 These instructions apply to a l l  prior and future accumulations of the series. 

?ecommendations in para- 
lraph 12 are approved. 
'If disappro.ved, . -  atta& le.ttw 
i i  exp/anation.) cretary of State/Designee 

State Auditor/Designee 



~ " - . I . . ,  - - ~ - ~ ~ ~ - . - . - -  ..-* - -_-.- ,. " . . . ~  m- , ~ - ~ ~  . ---- 
I 

_. 
~ -~-- ! 

RECORDS MANAGEMENT DIVISION I 

I C  Y .c c 

APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OFFICE OF THE SECRETARY ARCH,VES OF STATE 

- ~~~ 

, I 
I- . -  

-----------L-.----, .__ -̂.-..-. . ~ ~---I_, -.~r~ll_- .~I.-.--_ - -- -~ 

INSTRUCTIONS: See Publication' No. 76-P.M-! for instructions on completing this form. Forward signed oiiginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue,. Atlanta, Georgia. 30334. 

i tar:;?s of Series Latest 

- ~ .  .. - ~ t -To.Date. 

c - 
* , Attention: Schedulins Section. 

~~ 

5. Records Series Title (followed b y  title used in office; if different) 
1 

A c t i  v i  t y  Report Fi 1 es 
-__~___~~- -  .~ .~~ ~- -.  ~- - 

-I 
- 

,1 .  Persm to Contact 

13. Action Requested 

Wi l l i am L. K i l r o y ,  Jr. 
~ - _ _  8 -  

-- - - -  - *---. - .- _---- ___-. 
Agency bddress 
Georgia Por ts  Au tho r i t y  0 

Admin is t ra t ion  D iv i s ion ,  Po r t  Pol 
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

__ -- _ _ ~ _  - - -  

Working Title 
Chief  o f  Po r t  

- - ~ - - ~- 
~ ~ . 

I 

--- - ---- -- - ___ . -̂I I FOR RECORDS MANAGEMENT U' I 
78- 2_ 3 -  __ __ 

-- - .. -SE - 

I Date Comuleted 

Dock Pa t ro l  A c t i v i t y  Report, Duty L t .  A c t i v i t y  Report, Duty Sgt. ! included are: 
A c t i v i t y  Report, Duty Cpl. A c t i v i t y  Report, Door Reports, Ship 
In format ion,  Key Pa t ro l  A c t i v i t y  Report , P i 1  ferage Cargo Check 
L i s t  , Vessel Boarding Passes. 

I 

File i s  arranged: i A1 phabeti  ca l  l y  by o f f i c e r s  I name. 

~ ~ ~ - - --  . -- .~ __-___ ~ .. .- ~ ~~~ - 
8. Monthly Reference Rate How often are records referred to which are: I One to six months old ,30-~- ~ -; Seven to twelve months old J.-.-~.-; Thirteen to twenty-four months old -L-; 

i twenty-five months and o l d e r . L ~ - - - ?  
- -- _ _ ~  _ _ _ _ ~ ~ _ ~ _ ~  -_.-- ~- .- 

Annual Rate of Accumulation of Remrds 
Letter-size drawers .,; Leyal-size drawers ~- --; Shelves - ; Other (specify) 41ega-S.i Ze...bQ.XG?._- 

I 

I-- 9 Annual Rate of Accumulation of Remrds 

1 I 

- -- 



----.d- ~~ - --.-. .-7zF-_---- -~ -- -~ ~... __ - -. . . .~* 'ES I N O h @ & X ! n a i r e  (!?XI? & i i I n _ t h e O p e ~ ~ ~ m ~ ~ )  ~~ =z ____ ' I  .- ~~~ - - ~ .  

a. I s  this the official copy of the series? 
1 
( *  

~ -__gl , 

dential information requiring security handling? If yes, cite law or regu'iation: 
; -  4 .  

-~ ..- ;_____ 

--___.I_ --;_ 
6_"..~..F__F_XI .._ _I____._l_~_~~~,_i__ 

I ,  
~ ~~ - - ~  ..___.-. -- _i '_I_p_t_ 

~ - _ ~ ,  
* s~_hav~.his tor i~ca_l~term research value)_ _ _  . , . , -...-~.....----I_.-I 

e. When one or two documents in the file make it necessary to kkep'the entire file for a long period, could these 
. ,  

_..~.-_i_.2 ._-I_._ cII" 

i l thkserjes eyer-oublished?. 'If_ues,bttach.mL,..~ _ _ _ ~ .  -.._L_cI - 
is series ever analyzed and/or recorded in a summarized report? 

-~ ~ --__ _^___ 

h. 1s there a duplication of th is  series in your office, or in another office or agency? 
I_ 

- 1 X I  . If yes,vuherel_-- ~ -~ -_._- . ~ ~~~ ~ .C_._ ~. ~~ _.~ ~ 

._~-I ~~~ -x-li- Is this series (ora rnalocgomon of if1 .reaularlvmicrafilmed? ... ~ ~. 

- I x I ~ iA- Dcer the record series result ina comwtet mintout? .~~ ~ - ~ ~ . ~ - __ ___ -- 
1. Retention Requirements .I The foltowing requires the series to be kept: 

a. State Law -~_~~..___~_ years. d. Audit period -i ~--years. 
b. Statute of limitation .. -.. -~ -years. e. Administrative need I_- ~~.--~-.years. 
c. Federal raw ~-~ ~ ~ -years. f. Federa1,retention instructions - years. 

Attach copy or exceipt of l a w  or regulations. Explain administrative need. 

- ~. ~-~~ ~ . . ~ ~ ~ _ . _ -  ~ 

I2 A&=d Disposition Instructions This aqenw recommends that the file.series be cut ott a t  tht end of each: - 
every 3 months 0 Calendar Year; 0 Fiscal rear; ,a Other - - _I_ ---then, 

0 Hold in the current fi les area - - -- - - year(s); then 

0 Transfer to State Remrdr Cw~tsr; hold -.- 
a0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify1 

Transfer to local holding area, hold _"r ) " th lJ \ear( r ) ;  then 
-. -yeai(s); then 

' 

These ! 

. .  

uctions apply a l l  r i  d f L  ire imulati ,f t b  series. 

3ecommendations in para- 
jraph 12 are approved. 
' I f  disapproved, attach letter 
,f explanation.) 


